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1. POLICY STATEMENT  
This procedure applies to all SESLHD clinical staff that submit NDIS Hospital Discharge 
Reports to the National Disability Insurance Agency (NDIA).  
 
The NDIS Hospital Discharge Report includes important health information and forms part 
of the medical record. Importing the document into the patient’s electronic health record 
(eMR) ensures that it is stored and available for ongoing care management. 
 
This procedure provides guidance for SESLHD clinical staff on the process to import 
completed NDIS Hospital Discharge Reports into the electronic medical record.  It also 
provides guidance on their release if requested.   

2. BACKGROUND  
A NDIS Hospital Discharge Report (HDR) is completed by the multidisciplinary team to 
support the safe and timely discharge of NDIS participants. The report outlines the 
findings of clinical assessments and provides information to help the NDIA understand the 
participant’s needs upon discharge, such as personal care, daily living supports, and 
assistive technology. 
 
The final HDR is submitted by the healthcare team to the SESLHD Disability Strategy Unit 
who submit it to the NDIA as per the SESLHD NDIS Hospital Discharge Escalation 
Pathway. The report also forms part of the health record and should be sent to the 
relevant Health / Medical Record Department by email for importing into the eMR.  

3. DEFINITIONS 
NDIS Hospital Discharge Report (HDR): This report provides the National Disability 
Insurance Agency (NDIA) with information regarding clinical observations that describe a 
person’s functional profile while in hospital 

4. RESPONSIBILITIES  
4.1 Employees will: 

• Ensure that HDR’s are forwarded to the appropriate Health Information / 
Records Department.  

• Follow the procedure below. 

4.2 Line Managers will:  
• Ensure staff are aware of and monitor compliance with the procedure.  
• Support staff to follow the procedure 

4.3 District Managers/ Service Managers will:  
• Support staff to follow the procedure. 
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4.4 Health Information/ Records Managers will:  
• Ensure that processes are in place to import the HDR into the eMR. 
• Monitor and audit the importing process as per this procedure.  
• Oversee the release of information for requests for the HDR.  

5. PROCEDURE  
5.1 Multidisciplinary team: 

• Confirm the document type and title is clear and correct - ‘NDIS Hospital 
Discharge Report’ (Appendix 1). 

• The HDR must include four identifiers: Given name and Family Name, MRN, 
DOB and sex on the top right-hand corner of every page. 

• The HDR must include the clinicians name, signature and date of encounter.  
• The approved document must be scanned as a PDF by administrative / clinical 

staff as determined by Department Head and sent by email to the relevant 
Health Information / Record Department email address (see table below). 

• The HDR is emailed to the Disability Strategy Unit for escalation to the NDIA. 

 

 

5.2 Health Information / Record Department - Importing: 
• To ensure the document is determined as complete for acceptance to the 

medical record (see 5.1 above). 
• The Health Information Unit / Health Record Manager or designated staff will 

import the emailed document into the patient’s eMR against the appropriate 
encounter and document type of ‘NDIS Hospital Discharge Report’. 

Site / Facility Email address 

Prince of Wales Hospital and 
Royal Hospital for Women 

SESLHD-HealthInformationPOWH@health.nsw.gov.au 

St George Hospital SESLHD-STG-ClinicalInformation@health.nsw.gov.au 

Sydney / Sydney Eye Hospital SESLHD-SSEH-ClinicalInformation@health.nsw.gov.au 

The Sutherland Hospital SESLHD-TSH-ClinicalInformation@health.nsw.gov.au 

War Memorial Hospital SESLHD-HealthInformationWMH@health.nsw.gov.au 
 

Calvary Health Care Kogarah CHC-Kogarah-MedicalRecords@health.nsw.gov.au  
 

Disability Strategy Unit SESLHD-NDIS@health.nsw.gov.au 
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5.3 Health Information / Record Department – Release of Information: 
• HDR is NOT to be released by Health Information / Medical Record 

Department as part of regular ROI requests from patient or third party. 
• HDR to be released if records are required for subpoena, Ombudsman 

investigation, HCCC inquiry, Coroner’s case, any internal review or legal 
proceedings. 

• HDR may be released to the patient when explicitly requested using eMR 
QRG: Printing a Single Document with Medical Record Request. No fee should 
be raised.  

• To support the above, the HDR will only be available in Report Request (XR) 
within the “Full Medical Records Template - Encounter Summary” and “Full 
Medical Records Template XR”. 

6. DOCUMENTATION 
Not required.  

7. AUDIT  
Monthly auditing will be attended by the SESLHD Medical Record Managers to: 

- Monitor numbers of documents uploaded  
- Ensure documents are uploaded to the correct patient, encounter and note type.  

8. REFERENCES  

• Health Records and Information Privacy Act 2002 (NSW) 
• NSW Health Policy Directive PD2012_069 - Health Care Records - Documentation 

and Management   
• SESLHDPR/292 - Hybrid HealthCare Record 
• Printing a Single Document with Medical Record Request 

9. VERSION AND APPROVAL HISTORY 
Date Version Version and approval notes 

May 2025 1.0 New procedure. Endorsed by SESLHD Health Records and Medico-
Legal Committee. Approved by SESLHD Patient Safety and Quality 
Committee. 

 

https://sesinet/sites/eMR/PowerChart_Resources/QRG%20-%20Printing%20a%20single%20document%20with%20MRR.pdf
https://sesinet/sites/eMR/PowerChart_Resources/QRG%20-%20Printing%20a%20single%20document%20with%20MRR.pdf
https://www.legislation.nsw.gov.au/view/html/inforce/current/act-2002-071
https://www1.health.nsw.gov.au/PDS/pages/doc.aspx?dn=PD2012_069
https://www1.health.nsw.gov.au/PDS/pages/doc.aspx?dn=PD2012_069
https://sesinet/sites/eMR/PowerChart_Resources/QRG%20-%20Printing%20a%20single%20document%20with%20MRR.pdf
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APPENDIX 1 – NDIS Hospital Discharge Report template
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